
On-Line Incident Reporting System Instructions 
 

*Go to Risk Management’s website home page  
   www.state.nd.us/risk
*Click on Online Incident Reporting link 
 

 
 
*DO NOT TYPE ANYTHING IN THE USER NAME AND PASSWORD 
*Click on Report An Incident 
  

 
 
(NOTE – Pop-Up Blocking on your computer MUST BE deactivated) 
 
 
 
 
 
 

http://www.state.nd.us/risk


*List of the three different incident reports will be listed – click on the 
appropriate incident you wish to report 

 

 
 
 
*Type in the information about yourself – ALL fields are required. 
 

 
 
*Click Continue 
 



*Fill out the necessary information on the first screen.  Any field that 
has a red triangle is a required field.  If the Time of Incident is 
unknown or cannot be determined type in ?? and then choose either 
AM or PM. 
 

 
 
*Click Continue after filling in all the required fields. 
 
 
*Fill out the necessary information on the second screen.  Remember, 
any field that has a red triangle is a required field. The information 
that you typed in the first screen will carry over into the second 
screen.  
 

 
 



*When finished entering information about the Injured Participant, 
Property Owner and Witness section, you MUST click on the stamp 
icon on the left side to save.  If you need to make any changes after 
saving the information, you can either click on the pencil icon to edit 
data or the eraser icon to delete data.  If you need to add more than 
one individual into these sections, click on the [+] add injured, [+] 
add owner or [+] add witness.  
 
If this step is missed, the report will not submit properly.  The 
report will be submitted as incomplete and you will need to re-enter 
the information! 
 

 
STAMP ICON
 
(Example showing stamp icon) 
 

 
 PENCIL ICON

 

 
ERASER ICON
 
(Example showing pencil and eraser icon) 
 

 
 
 
 
 
 
 
 
 
 



When you are finished entering in the information, click SUBMIT.  If 
any of the required fields are missing, they will be highlighted in yellow 
and must be filled in before you will be able to submit the incident 
report. 
 
The entry user will get an email confirming that they have submitted 
the incident report.   
 

 
 
 
The agency Risk Management or Workers Comp contact, will also 
receive an email but with file attachments.  To view the incident, save 
the files to your computer and open the fdf file.   
 

 
 
 
 
 
 


